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GUESTICR

¥}, PURPOSE OF THE OPOANIZATTON « A OFNERAL STATEMENT OF ITS MISUITH.®

COMMENT

Ie The Sscurity Records Division (SRDh) 48 one of two Divisions
under the ! Mrscior for Investigations and Cperatisnal
Support (TD/I05) in the Office of Security. The DO/ICS has
.‘Zssmd)a statemont of the Division's Mission and Functions.

TAB A

II. However, the atove-menticned statement is necsssarily general
and broad in scope. Several funcltions detailed in it are come-
paratively imsctive, while much timeeconsuming werk in 38D is
not indicated at all. Therefore, during the "Analysis Phase®
of eur Survey 1 abbreviated the statement to its bars essen-
tials. I alsc drafted ancther paper on 5RD operaticns noted
during the Survey. These workpapers are attached for yoar
convenfence. (TADS B AND C).

ITI. The first thres functions detailed in igency Regulation HY
alsc influence the 3PD activities. (TAB D). GSevarzl Agency
Repulations have a direct and indireet bearing om the functions
of SPD. Also two "Instructions® published by I'PP and six by
the Director of Zecurity specifically prescribe procedurss ine
fluencing SRD activities. Sore ef the several regulatory
1ssuances studisd for the Survey are listed for your convenience
(TaBS B, F, AND G),
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SECURITY RECORDS DIVISION

Ae. HIBBION:

Provides cuwrrefit and long-range operating support for the
wission of the Office of Security by the effective development,
wanagement, utilization end protection of Security Records and by
the provision of rvecords research and amalysis services.

B, FURCTIORS:

1. Twitistes investigations and Security sctions om sll
clearames; perforas the investigative fumctions of compiling bio-
graphie date, searching indices, operation of the central indices,

operstion of the investigative communications between Headquarters

ana| |huwacmmmmtanzxﬁ*mnﬁnsﬁﬂ:agmumrﬁﬁn

sources in the field of up-to-date machine £iling metholds and research
for lmproved operations; respomsible for cperating procedures to
insure maximes utilization of Seeurity informetion and at the same
time insuring coreful protectiom of zll Security information in-
clwling eovert scurces and ldentities.

2. Provides, operates, maintains, and continmmlly expands
the only repository in the Agency for complate filss with true
identitics on all perscns used in vhatever menner by the Agency currsnily
or in the past; under the direction of the Director of Security, re-
comuends and lsnplesents policies for the comtrol of vartous categories
of sensltivily of information in the Office of Security. Performe
similar activities for the sontrol of Top Secret material within the
Office of Zascurity. Operates the Office of Security Reference library.
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3. Through the use of trained professional investigetors
experisneed In investigative sotivity, provides =1lied intelligsnce
functions ineident to lovestigations by asswring full exploitation of
the files through {a) the knowledgesble seerching for amd compilation
of all sllied materials vhich might be pertissnt to cases for lawesti-
gation, for fimsl approval, or for Counter Intelligence atudies, and
aasuring that Becurity and Lnwestigntive informstion is nmade evaileble
to other components of the COffice of Secwrity {n Beadgusriers as well

continmous alert amalysis of Secwity and in.

ventigative {aformation to detect and eonitor trends and mtterns inl-
sileal te the interests of the Ageney and the United States and report
such to appropriste officials,

L, Provides operating officlals of the Office of Seeurity with
current items of Secuwrity snd imtelligence significance through the
daily review of information frow Intelligence Information Neports,

Trom all spplicsdle releases, and from appropriste nowspapers, wags-
zines, periodicals, or srticles vhick are of Sesurity significance as
affecting activities of the Comvunist Periy or other swbversive wmove-
ments.

5. Is responsidle for the progran for effective compartments-
tion of investigative data and other Secwrity information disseninated
to other components of the Ageney Por offieial use and subsequent re~
turn o the Office of Security,
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6. Is responsible for the Records Manegement Progrsa for
the entirve Office of Security ineluding Reports, lianegewent, Corres-
pondence Manugsment, Forss Menagement, Records Systems and Flle
Standords, Vital Materials, Records Disposition end Records Eaulpuent
Centrsl, and File Space Utilizatlon,
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SURYVEY ANALYSIS OF THE STATED PURPOSE
ARCURITY RECORDS DIVISION

HIZBI08

Provides operatiag support to the Office of Security by developing,
meneging, wsing, and protecting Security Hecords. It also provides
records resesrch and analysis service.

FURCTIOHS

L

3
i .

Creates case file for each clearance rejuest.
dgsembles biographic datse on esach clearance case.

Maintaine and qzes record flles and index to files and references.

Gperates teletype helveen hepadquarters and

Studies modera records management egquipment and technigues.
Eatablishea procedures for maximum uge of Becurity Files.
Frotects Security Files snd covert sources and identities.

Haintaing only Agency file of {rue identities on any person ever
connecvted with Agency.

Recommends and lmplesents policies on sensitive and TOP SECHEET
files in the Office of Becurity.

Alds in exploiting Security Piles by:

#, HSearching, compiling, and making aveilable collectiona of
zaterial related to investigations.

5. Mopitors, analyzes, and reports special trends in Security
and investigative informstion.

Sereens press and publications for informetion on subversive
activities.

Maintalins program Lo compartment lnvestigative data disseninated.

Aninisters Records Mansgement Program for Off{ce of Security.
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OPERATTONS YN SECURTTY RECORDS DIVISION

1. Security Records Divisfon (8RD) provides service and support
int&maﬁmﬁaﬂmmﬁammwmlwmm&.
To provide this service SRD has £1les and "Investigative Alds” for
use by the offices that grent such approvals in the Office of Security
and the U. 8. Qoveromment,

2y These Imsﬂgptimm“fwmrtan&amtﬁmmm
dividunis, compenies, and groups eonm
other groups of files, books, films, snd accum
people and organirzations not w v&th the Agemy. The reference
waterinls and dossier files serve ithe dotble role of Security Records
on employees and possibles Investigative Alds for future imvestigationma.
Several olher groups of wiseellsneous Tiles sre consifered reference
investigative aids.

3. Tho main work of SHD 1s: (=) the crwation and ;mime
of thege Investigative Alds and Seourity mm and {¢) 1oaninc the
?ikswmmmﬁmmtmwmwudimmh

2. CUreation work reguives bullding cese filss on imdividoal
" These case folders ere mmerieslly erranged
in 3 major groups by their “"Office of Security” mmber.
{m«mm,g@, BED, or Seaurity Nusber, snd not
0 be eo ed with such things as “8" or "C" mumbers).
mmwmwmﬂthmmmm;m
grouped into miscellanecus files., Tiwse wiseellanecin
files have ovar L0 of thelr own groups, colas, mmbers,
letters; and desipmations, (MB, EE, CC, AI, ete.)

b, Maintenance work includes keeping en alphebeticel (by
neme) index to the mwbered case folders and miscellan-~
aous Tiles., This 3x5 index card 12 not for informmticn--
its comternt helps 1dentify the iadividus) on the esrd and
1ocate hie fils. {m’ cose mr’ date and M of
birth, sddress, employment, asliss, and an oseagional
erces reference or derogatory "DL” mark.} The cords are
of & colors to indicate overt or covert cases and subjlect
or reference files. MHalntepance also requires filing
material in the folders and gotting folders in and out
of the Tile ss needed. Bulky items on a subject sre
f1led separately and crosa referenced to the foldar.

C. ;I%:f-"?% the file or information to authorized investign-
org, 1s & major workloed. Upon request Tor s Security
Approval, SRD gathers together all the materizl on the
subject or related to that mubject and losns this package
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of records (or a smmary of 1t) to the office responsidble
for the investigstion and recommandation of approval or &is-
approvel .

L, SRD has o "production line” procedure which incluwdes: re-
ceiving requeetis, processing the reguests by thsir priority, searching
the index, locating the files, assembling the materisl, and making a
preliminery analysis and swmary for the investigators. Esch phase
requires some procedure aids, mm,mm However, along
this produstion I1ioe tzm pauests atop for presparation of dittos apl
coutrol cards used by other ! ome outside SRD. The SBD mamowvers
also supplies many eosricr, filins, ana Inforoation services nol
connectad with the records or requests,
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(ROANTATION m ]

(1) MISSION. The Director of Security iw charged with the mrwpereiion
and exmcution of the Agency's sesurity progras and with the per-
forsunce of security inspection fumeticns ss provided balow.

{2} FECTIONS, The Divector of Seemrity shall:

e the establishment of Agemey policies relating to
aeurity, snd estoblish procedures for their i{wplementation.

{v} Obtain and evaluste through inwestigstion, teehnical in-
Torrogation, and lfaison contact with other United Btatec
agencies, pertinent infuwrwation regarding perscmnel for ‘
suployment, assigmeent, or associotion with the Agemey. ?

(e} Approve or disapgrowe, from s pecurity wtandpoint, the
employwent or utllisation of imdividuals by the sgeney,
axcept certaln approvals whleh are reserved o the Deputy
Diveetor {(Plans) ard concerning valch the Director of
Security will furnish the Depaty Director {Plans) with
the results of iia investigntions and recoumendstions.

e g

-~ L -

Rovised: 1 April 1361 Pase 55
BROREY
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AQENCY REGULATIORS

Ea | :

GECURTITY CLEARARCES AND PYLEB ?

25X1 g 11| | SECURISY
faragraph

25X1 lesrance of Persomwel for Duty with CIA
"a" Clearances
Security Processing of Personnel for Entrance con Duty, etc.

Ldmitation on Outside Activities .

Relesse of Ageney information 1

Marriage of Employees i

Protection and Disclosure of Inforsation

Care asnd Use of Officiel Deta t

Release or Disclosure of Classified or Unclassified CIA f
Intelligence Material 4

Classification of Off'icial Information and Moterial

Btorage of Classiffed and Comtrolled Matter |

Seourity of Classified Documents i

Control of Persomnel Security Files

Control of AEC Restricted Iata

Control of BEC Information

CIA Contact Security Policles for non-USIB Agencies

Security of Areas, Offices, and Bulldings

25X1 R[] PERSONMEL
Paragraph

25X1 Personnel Poliey

Regulations Relating to Security Requirements for

Ewployment

25X1 HR CPERATIONS - CENERAL

Allen Affairs

Defector Program

Submission of Mame Cheek Regueste to IDP
Use of Private Attorneys in Operetions

Limison with FBI |
b3l RECORDE MARAGEMENT

fecords Managewent Program
iR COMMUINTICATIONS
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WEICKE OF SEQURITY ANNGUBCEMENTS |
COHCERNIRG BRD \

pEfice of Security Notice 58-7 -- 13 October 1958

a2D 1z crented and will assuxe functions of:
Reesrds Section, PSED |
iovert Records Bection, 838D
deseerch Jection, FID
Records Management, Adain. PTralning 5talf
fleceipt and Logging of Mail, Admin. Tralning Starf
fourier Servicae, ATS
Heproduction Service, ATS8
Top Secret Control Officer, O/Director, OfSecurity

Jffice of Security Dlrective 58-3 -- 5 November 1958

‘nbrance iato SHD area {3 restricted to»
Heanch Cniefln
bty Gfficers after hours
585 Persounel
Hopoielly Designated Personnel

urfice of Security Directive 59-2 -~ i March 1959

fetailed Instructions on
ndexing Operations

Uffice of Security Motice 59-3 «- 25 May 1959

fathorizes 32D overtime work.

Uffice of Security Directive 59-5 -« 10 September 1939

furreat loagd of &) vhone regquests must be cut down. Use
Form Susber Th5.

“ffiee of Becurity Directive 59~ ~- 12 October 195%

Yshablishes Hecharge Procedure to pericdlically check location ,
i TRD csse foldsrs out on iloan. ,
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i@ Urpanizatlon Chext in Agency “erulation i [ | Figure 1& 25X1

dated 1 2oril 1961 is not carrent and is not sufficlentiy
detailed to fully undarstand 5%0. The mttasched unoffielsl
ohart uas drafted {rom Surwey intervisus and emphmsizes JFL
ofifices balow Tivision lewsl and only those offices in otrer
“iyigion with which 70 work is intimately connscled, (Tab
Sporganizeticns since the Survey heves already changed a few
7% the top staffs and lower cections.

f pore sraphic wnderstanding of OO work aress snd work Tlow
man 56 obtaines from a flocr layout of the five Jgctions ine
eived, {TA3 I} althounzh the new buildin: was incomulewe, an
szamination »f the plang and the actual ares to be cccupiaed
asreitted a tentative {loor »lan that is worth revies. (V&L J).

ihe Divislon has sbout [ |professionsl (359 end up) and[ | 25X
glericsl personnel. The orgsnization, ititles, snd nanber of :
swople in sagh Ssetlon 1s not a fire criteria for analysis

Heppuse personmml snd assicoments are changed to mesl various

werkleoads. Also, sewsral individuals walk frosm ceetion fo

sortion eomplsting seweral diffsrent steps in processing a

vasge although an inorease in psersonnel has bsen recussted and

changes coour daily, the attached list is Division personiel

Ly opade in each Yection at the time of the Survey. (TAD i),

&7 the same itolien, ecumlly important te the work flow are the
several keay officials in offices of oi: and UL, the greatest
users of the Files. (TAL L) Several other offices in the
Sifioe of legurity and the (fTice of Personnel have a vasted
intersst in the Files. Similarly lmportant is | |
o a:zl:| e, bheoause 15Z of the total case requeste come

thru bls offioe. o ‘urvey did not atlespt to determiue or 1list
211 usars of the Files and their interest. ‘
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P TON

SR E?’i‘
)

S receives files and accumilates all types of dotumentary inforoa-

tion on individuals, groups, and crganisations that are sither
srivats, pelitical, soclal, cultural, ecenomic, or industrisl,
ihis information ie in any snd every conceivable form (memos,
nekslips, notes, repcrts, eables, photes, [1lms, tspas, cards,
news §1ipﬁinga, books, magesines, maps, charts, records and 30
Torth -

PT receives inguiriss, from those offices that approve requests
for elearance, to review the abovs information or a sumsary of
it. These incuiries arrive on several varieties of icrme, memos,
or buekslips as well as by phone ealls, Ultirmately the clearance
recuest, the review, and the approval or disapproval reply bscome
zart of the {ile.

ittachad is a ligt of the contents of the averzge overt and covertw

tvpe case tile folder, (TAE ®) The list emnnct show that 2, 3,
or Iy ecoples of some documsnte and reporis are in ench folder. The
1list is incomnlete becsuse earlier procedures included several
ciher kinds of items (i.e. Tingerprint cards} and a variety of
documents also are beinz sdded by varicus analysts and security
sificials,

it present there are core than 6,000 linesr feet of these cese
files, 7The contents of the miseallanaeus file folders (1,200 It.)
iz much more varied than that of the case Tiles. ltetalls on thsse
r1las are covered in question ii, below.

sttmehed Ffor vour information are several of the forms used in
srocessing matsrial information, or cases and which becams part
of the file, (TAB ¥) Again, this collectien is incompleic
hecanss new srovsdures and forme have beern initisted to meei pony
varieties of regueats and prioriiiss. 4t presgent several nev
standardised procederes are hbeins installed to consoclidats and
simplify the work ({low and correct the plethora of lfourms used,

it present the cases oFU recelves include some lL types ol
spovert? clearance racuests and 1£ types of "overt® glearances,
several other types of Hame Uheck reguasis are reteivad Iron
ratside azencles and Office of wacurity oifieciala, Listad ave
ithe titles used by URD personnel to identify these diffsrent
recuests. (TAR O).
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CIMTORTY CF DOVERTTYPE 040K TTLE "OLDESR

THUs NAWE ©TIR DLEITE Mn i STLE
1. Hlovrgphie deta sheeta, PHuts 1. FRaquasts for Covert

nnd Photg {lasrance Aetion
2. Letters of assiynwents 2. 411 fperstional Information !
3. Teletype TWY messages pertaining to subject covert |
s Cables (not in Pssudonym) agent status |
e Heports of Investizstiona 3. M Summerins
Be  MET Chaeks and YRI® Chevks he  Heplies %o CI1/04 |
7e Tpaeareh and Analysis Summaries S«  Covert clearnncoes i
e indices Sesrch Sheets e Violations overssas

%« Uross Reference sheets }
1% Ceordination Sheats 1
ile Correspondence on Subject

P WP HTs OF OV RTWTY0 GASE PILE SGLIERSG

et olde of Folder Fight Lide of Felder i
1. Tagusstl for Security Clearance 1. Pazort of intarviey
?« oecrecy Agresrent 2. Indicas search sheet
e Pigture and Tinser print card 3. Investigative Transsittal
Lie Civned Attorney Ceneral's fist Sheet
e arscnal Histery Statement fie  Hotiflestion of security
s Uhange of sddress ir any “s  Intarregation Tesearch
s Amep on Top flapg shast Tivision Flag Shast

e Tesorts of Investization
imany}

‘e Gecurity Approval

. wirzuce on Daty Nobics

Ve Ceasalsnnants
il franelars
Cancallations (of clearsnces
we pass alosing)
Travel urders,
Savles :
suspense frend® Slin !
intaide letivities (:4%)
“gsirnationg ,
HFfice Henorsnduns

"
L L]

i el
S e B3
LI ]

fowt gt et
g
LI
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693

712

1734
735
1798

180
11k7
879
1577
1297
{none )

31605

PRUCEASING REQUESTS POR SECURTTY APPROVAL
D= Re?pest for Investigation and
or}) Bsme Check
361 Rogquest for Approval or Investi-
sation Action
Hovy 5% Telephone Clearance Request
3-61 Request for Security Clearzace
sep 56 Perscnal History Statement
3-58 Case Processing Record
fag 55 Infices Search Reguest
Jan 57 Preliminary Processing Sheest
3=60 Indices Search Reyuest
3~60 Indices Zearch Results
11-59 Background Information for Pere
sonal Service Conteot
T=57 Blographie Data
Jan 57 ¥ome Check Asalysis
He59 Gutside Aetivity Approval Reguest
159 Procesaing fheet
11-57 1lag {for file folder)
{nome) Top Sheet Flag (for file folder)
3-59 Reguest for Becurity Briefing

of Returnee
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Title

l. Provisional Operational Approval {P0a)

2« Operational Approvsl (CA)

3. Provisionel Proprietary Approval (PPa)

%‘i‘ Proprietary igproval (P4)

5e Frovisicnal Covert Sesurity ipproval (PCSa)
Ge GCovert Security Approval (CSa)

7+ Covert Sseurity Approval for Lisison (CSAL)
84 Covert lame Check ((BC)

9. *2heHour Check® :l
10, Confidential Informan

VAPIONG TYPESR OF REQUESTS

GUGATTTTY ARRROVAT (BOLEARANCER)

Covert Type Cases

{24 Hour)

E: |T;v'pu A (&)

13. Special Inquiries (5I)
e "Comobecks® (Comeback)

2, Consultants

3. Junioyr Cfficer Trainess

he Joint Publieations Peview Service {(JPRS)
7« Farriages of Employees

6« Contractor Employee (CC)

7« Contractor himself (CC)

f. Contacta (EE)
%. Aliens (AT}

1. Top Jecret Clesrance (TS0D)
11, New Building Empleoyes (HB)
12. Char Pores {Gh!!")
13« G2 fusrds (Ouard)
o PRIL/CO/00T (PBID)

15, Type & (A)

16, ¥aintepunce Crev {Yaintenance)

Uvert Type Cases
1. Staff Employse (2/0 typs) {T0)

176

Fores Used

693 with 1050
693 with 1050
amoe

772

772

172

Hemo or 772
Homo or 772
Yex

Hito SHemo and Dh.4&
772

Mmoo

£%3

n
n
T
Yamo
1152
6l

&b
6l
6Lk

1508

Hamo

18, Phoned reguests from Security Offices (Crash)

Hame Cheeks
1. (ther Agency Name Checks (OAXC)

1062
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£1/ca

CI/cA
Cparating Div,
Operating Div,
Cperating M,
Operating Div.
dparating v,
Upergting Div,
I0 Division
Operating Mv.
Uperating idv,
Operating Uiv.
21f08

G/P -3 - P9
{fPers.
1Y)

60

Log.
Log.

L@g-
Loge
Log.
FRID
zﬂs »

é?ﬁﬂ .

Cutaide
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(2} and (3) SRECUENCY ANT VOLUMR oF RECULITS

et 3R
Taw R

iach reguast for Lscurity Approval requires searcaing of the Oil
msEter index to determing whether or not the subject is on Tile.
it he is not, then a case foldar is craated, Of ihe 35,000
rocussts received sach yesr more than 751 are new, reguiring the
creation of 2 fils.

vne attached 1ist includes 5 types of case requesis recuived and
the resulting Indices asctivity. This list provides one indication
oF the sige and srowth of both the files and its index. {1as #)

sach new case foplder is filed numsrically and the index card filed
alphabaticslly. Ooventuslly reporis, gorrespondence, and ciher
related papers sre received for insertion into that irolder, All
papers refer to the sul:ject by name thus an index gearch is recuired
to Tind his case number, A weakly averasge of 7,000 papsre are
adiad to the [iles. Fecently the avaraged jumpsd tc 15,000. Als0,
asch wesic avout 1,000 folders are loaned out while anotner 4,000
retuern, weckly, approximately LOO folders change hands while oul
en loan, therefore, z "Recharge® arrives reguesting a changs ie
made on the charye out card indiceting whe has the "ils. itteched
are statisties on this workload. (T22 4)e

% major consideration is the priority of procesaing and name
searchin~. O(ver B9: are "kxpedite” cases. This sondition created
ndesrees of urgency.® The attached 1ist shows seven plateans of
yrieri%y and several rules of thumb being used in J7D proceseing.
{TAD Bl
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Ve WT CASES
Total Cases Hecelived
(920 numes per cass)
Total Hames Searched
“onthly Average

OOVERT CASES

total Cases Fecelived
{45 names per case)
Total Bames Sesrched
Fonthly Sverasse

Ui -NA0K CASES
T To as Tpcalved
(%5 names per case)
Total Hames Searched
4omthly Average

TEONLLANACUS CASES
Totel Cases received
{73 names per case)
Total Nemes Sesrched
“pnthly Average

SAVE CHECES
Ty kames %eccived
Jonthly Averaszs

Hele TRDEX Cenig
s 4 Gards Hade
Honthly Aversze

OTUER SEARCHES

TWTE 0 SECURTTY FILGh

Tame Changes, Cross Wef, 7 Inforrante

“onthly Average
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JAN=ADY.
1959 1960 1961

§,607 59809 3,108
112,140 116,180 62,165
%, 340 9,680 15,540
3,708 1,821 1,410
18,540 92105 5,050
1)5&5 ?66 1,265
12,626 11,321 1,331
37,878 33,963 12,393
35156 2,82y 3,099
130,54k 549,3L8
19'?12 12§33?

1k, 803

12,067

7,976

6b5

25X1
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7 54999 b 677 3,610 646
1k ©,831 ,016 b, To0 1,222
21 5,807 b, 306 3,817 154
26 £,889 o520 han 23
Totel 25,336 18,519 16,448 2,964

i 7,493 55169 b,37@ 9
11 55639 5,540 3,93% 88
15 8,439 &, 17T 593 1,07h
Total 30,657 22,99 19,238 1,658

& §,610 6,008 h,561 kg
11 8,523 8,457 3,988 bh3
L 8,221 3,978 L, 715 610
25 Qa6 6,805 L. 14 i1
Total 35,600 25,38 11,1751 1,666

|
!
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GRATER OF PRIORITIES

Tor

INDIORS PROCEGEING OF REQUESTS

Zovert Ceses
ROUTTHE
Those “"Comeback™ coges retwrned from Subject, spouse, Tasily,
Investigations Branch for cowpletion relatives, and veferences.

of Tilas search.
EIPEDITYS

211 Covert Ceses zud m|

fubject and spouss.

Gragaster priority than covert cases. Subject and spovse.

| Sublect and some spouses 25X1

und relatives,

Subject namc clsck,

Beeatblessly (both overt sod covert) Subjest newe check,

Honwgtop »»« 4o their own searching or help

Indiens searclers ard wait for Pinfdings Sithiect
RTINS
HEEY
EXFEDITE

/0 Cases (first priority)
Hilitary Pereomne) Hemos
Type Ate (Btation Employees Abroadt)

Approved For Release 2005/11/21 :
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Hon T/0 Cesen (Contractors of T68)

fublect andt nowes 1ioted.

Bl Jeot
b Ject
2t Jact
Bubject

—= ORAC (Outelde igencies « POT-ARC.

Routine (Written requests from O/Security 8ubjoet
Expsdite (Nswe Checks 2o markad) Sl Jeet
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CAEERTION
w

SRD processes many types of requests ns indieated in Tabs O,

P, ard B. Each type requires 4ifferent processing, depending

upen its priority 2nd degree of clsaronce requosted. This
mwamizag my’ba generalived as Overt amd Covert Ceses and

s ing T ehart simnarly
snother ohart was swswarized to s;wsr m rmm imvestigatics
paparwCrk Tlowing thoough 5510, These swwnry Tlow charts
ave attached as Tabd 5.

Two detalled Tlow cherts are aleo sttached to revesl the
scnplexity and varlety of processing procedures conmected
fg‘fﬁm }:;nﬁﬁm the 35,000 overt and covert eases cach year,

The pracessing of the 150,000 Hame Checks sach yeer differs
front the casen. The requests cove on wmany different forws
from many agmwles to Beployees Activities Branch, PSD,
They are forwarded divectly to the Indices Ssetion. Vhen
approprisate, the Searchor warks 'ho record" on the nene
check request card retuins 1t o BAB. If & record iz fomd
tha 7ile is charged out and sent to BAR for the analysis
u1rl reply.

The Hecords Imtegration Division RID/DOP, is belfeved to
mepke morTe peme cheeks than SRD. Occessicnslly RY askas for
% pame check in SAD. These come through Processing Section,
SHD which does analysis on all name checks {nwolving covert
files in order to restrict such files leaving SED.

The procedire changes resulting row cur Records Survey of
fpril 1961 sve not veflected om these charts which show
Witimsus they existed when surveyed. In momths to cooe
the move to the new bullding, new filing sed sorting equipe
ment plug seversl rocords managepent adluctments will alger
ihe exlsting procedures to a great demree.
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I '
ORI COMMIMTCATTONS PROCEISING

Originating
Office
Subnits
Request
and
Biographic
Daia

O

icts on
subject
Lased on
Security's
reply.

2

e e s e

SEGIET

DURING

SRD PROCESSING OF REQUESTS FOR &ECURITY APFROVAL

SECTIONS WITHIN THE SECURITY RECORDS

INDTCES FILFS

k Mail
| ? ‘\Roccivad

~ Prepares Case packape, folders, dupucaul data for investiyatora

-€l}. Searches for available informstion
2L

7’ S~
v ~

Ve h mxlll all files on case

. 7 No racord on subject.
, Phones CL/04 on POA only.

- £\ Returns folders to files

>
|
|

— " Forwards case to complete Investlgation

A~

Material added to files.

O - Actlon
D =~ Review

A ~ Storage

SECRET

DIVISION

RESEARCH & ANALYSIS

Approved For Release Zﬁﬂﬂﬂm A RPP70-00211R000800120044-1

b ¥

REPRODUCTION

€)

\"{6:, Analyzes subject and rslated files
Prepares Summary of findings
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Y

1 0/Sec.
Div.

: @ Reviews info.

‘\ﬁi:rl investi~
\ sation
Sz gmX 1

Other Agencie
check records

e Cur
investi ga¥|
Analyzes

=5 Reports
Sends

&pproval or
Disapproval.

to Requestor.
and. Sends
Reports ang
action to Files,.




25X1

ofitice
et
Inrenti
| gatiom,
ot
25X1 |

.

!

H

e

~ : Tormards Teply amd files

Acts om Rop@lk
i

" TRET
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SUMMARY QF WORK FIONW
DORING 25X1
SRD HANDLING :lmmmi PROCELURES
SECTIONS TWITHIN THE QQICUEIT! RECORDS DIVISION Office of Security
| H
COMMUNE CATIOR3 PROCESSING INDICES FIIES RESBARCGH & ANALYSIS REFRODUCTION 25x1 3D
- - S — —— e —— e - e —
. B < Imvestigatiom
Sends order| | e
! > -
. ots order
—_— I 5X1
T Case Folders retimed to Mles Investigates
Flled Subnits Thterim Report
< via THX ¢ (Short Summary)
- (several [aterim Reportd from
several Pffices ars possible)
(O e — > ! 4’
machine im office. | i
Forwerds report. -3 Studies Report
_ e - Sends 1t to be
. sdded to File.
e e
O Forwards - ..
- _ - ; H
- Locates folder amd files i i
|
Filed !
i
|
Wriths Detailed /-
Interim Report
' i
. o < H#ll Report ,O
O"\Miﬂl MallT T T i
Opsns, sorts, stawps . .. . = v
forvards - :
"*“'O Studies Report
O"' rme 4 i e e e e e - Sexds to file.
Forwards - e
) Iocates folder and files %
!
Filed i
Subei ts Fikal Rerort O
o o o - < Summary --rt on TAX 3
R-caiwmport on THX —_— i

Requests file om case

Forwards £1Ye and TWX “sport

S

”,_O Locates fils.

B

: iornrd- Fimal Report ——

> Files case folder

Mled

———————

CL‘NT —

—_—

;O-Aaua x

A - storege

Locate File

Filed,.

i
i
i
|

i

i
: :
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..,O Reviews 311 report
Decides reply or
recommendation of
apcroval a
disapprovel oa
DDP cases.
(P3D decides on
Overy Cases.)
Sends replys Closes casse, !
Ret'rns iles.

:lﬁ-iu: Final R-ért

< Mails Report
Closes Case.

25X1

R »—-;"OStudil » Report
No changs,send to
filea.



Approved'For Release 2005/11/21 : CIA-RDP70-09%11R000800120044-1

%

Approved For Release 2005/11/21 : CIA-RDP70-00211R000800120044-1



D = Review
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SEGRET
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Office of Persommel lﬁqnntl‘ for [ -

A\ - Storage (Overt) SECURITY APFROVAIS ON STAFF PERSO'UNEL (7/0)
O = Transport
e —_ "
0/Sscurity o4 - _8BCTIONS WITHIN THE SECURITY RECORDS DIVI ,Ir‘,’,” e ) scurity
25X1 o | commwamoe | emcmssmo DOICES s Im & MISIS | RISROICTION | BRoens |eso | mo
‘] i e s + - -
. P S 1
| ! i
Submits [requep/) A Receives Request Form 377 aad PHS LL) ; | !
Deliver ! Sorts | I ' | !
Priatina | : ! |
reques out Basiat . : i
In Balk"t i i -
voken | i {)-Delivers . \ e —— . .\ In Baskft ;
g photodtath ! ) i :
o.’pﬁﬁo‘: i ‘ ' ' Log Casds : :
Cut Basket| | i [ i
o | i - i< Deliver
! W Basket - - | * ! ~
: of Processing Clerk B-5 , ; .
/ Sort by Priority N
v Goes to Imdex Searches carda :
- _ L Goes to Files
V"'Prnp‘ar‘u folder on R Pulls files
] no record cases
Returms to desk i
Prepares cards, pgers etc. i
(, Delivers case to TE¥ Unit
[}
4\ In Basket of IBM Opsrator GS-6
\?\Hutnl case, sorts, prepares.
~
., Goes to TBM Machime
@Punc‘hu Control Card and 10 Duplicates
Heturns to desk
mh‘oofr-ad- cards, writes on cards, files master
,L\ i
Delivers case to Processimg Clark !
erl Basket
Z)Cuu TBM cards to 3x5. Fastams in folder
1
(J‘ Vers Gite Tn Basket of Typist G3-¢ “
Types 2C namas om Ssarch Form 173
Delivers to VYork Bastet
In Basket
Searcher 43~k or 5
takes case to desk
Lozs cas d search
ot [;ng’fngl.on Ffa;n 1735 i
Delivers _ Dalivers case Tn Basket
TN T — File Cle rk G5k

[ In Basket

@ Sorts

1

ir‘ Out Basket

£ Delivers

Tn Basket
t3ort
"y Basket

/L.D.nm- to S3D, IB/S

takes to desk i
Pulls files motad '

Out Basket

Put on table in froat of offics

Delivers

and files Q Amalyst B-12 takea case to desk
> - /\ Tn Baskst Analyzes md writqs Sumnary of
info, in files oy subject
Search for !
case mumbsr for PIS, Delivers to Typlat G8-5
n =< Send L to IB/S In Basket
send orig & 1
to files Types Sumary
Dalivars to Analyst
Reviews
In Basket
- D'hnrl to Typist
~__
Sort & "~ In Basket
File
Returas files to File Section

~ In Bilas
e — - s and send subject ease to FSD

Cut Basket
Deliver
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3 and
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Ask
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D =Review
@- Aotion

A\ - Storage

AREA'

(}_‘%‘-——_._ T “:—-- e - '

|
STATION CI/0A COMMUNICATIONS PROCES3ILG INDICES FIIE3
DIV. 4 . e e e e
@—@—@ Courier delivers !
Request (Form 593

_ SECRET
= Approved For Releasg,2005/1 ¥} : GIA-RDR70:00211R000800120044-1

IOP REQUESTS FOR L.
(Covert) PROVISIONAL OPERATTONAL APPROVAL (POA)
O-rrmporb
SECTIONS WITHIN THII SECURITY

RECORDS DIVISION

RESEARCH & ANALYSIS REPRODUCTION
and Bio. Data)

In Basket

! Section Chief
@-8

Sorts and Time
Stamrs Covert Mail Ghisf "
ief or Depuw
A;._'T‘t_auk“' @31 or B Uty
Picks up mall
Decides kihd of
processing
Passes cases to
clerk, @-h
4 In Bawket
|
‘@ Clerk prepares
L, forms, folders, etc.
. Records case inr log,
! Chief, =0
| arries Twd. sorts cases
| according to
priorities.
1 ! Carries cases
i . to work baskets.
; [ In Basket
|
! Searcher, B« or 5
O gdl.y @ searchas Indices
eport o
1 and No |
{ Conmtrol Record ! Searcher goes to
cards ! files and pulls
| ! folders on hand
1 N
. \ Carries case
' -
‘ T -
S of notifies
PR C1/0A informally
- 3
i Pasmes case to
] Covert conatrol
' ol rk G3=5
~

Prepares case
for typist

Passes case to typhat
In Basket

B~ types forms, duplimates, etc.
Runs off 35 to 65 comtrol cards for Iavestigators.

_Typist carries multilith mas‘er to secomd floor for duplication
Typist veturns to desk,

: | R ,M_,‘,‘AJ;__‘_%) Duplicates

Control clerk assembles case material

o

Carries to Chief

[j Reviews case

Chief, Deputy, or
olerk deliver to mail room

|ssp rFmp

o Reviews. Answr:

= request., Order:

field investi
tion,

2R

0/Securit

Reports receivec

18:RDP70:09211R000800120044-1
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b TN

FILES

2
R

Ve

Vi.

TONT VY /HARE, CONTWNT, DRSURIBL, 5I%8, RATE OF ROWTH, ARD RRTIRENERT.®

COMMEET

500 has most, tub not all, the Security files of the Ufrise of
Security. However, the SHDU files sre divided into four groups
with the fourth group subdivided into 45 paris., The attached
1ist zives a brief sxplanation of the four groups and their
spproximate sise in 1$5L and 1561. (TABS U ) The N5 Files”
are aqually important to SBD procedures. {748 Y).

“he rate of retirement is not represontative and wa belisve

could be increased tem fold, however, officials and supervisors
in SRD do not share this bellef at present. {TAB W)

The files on many individuals oonsist of several file folders.
41311 ether individumls have much bulky and unfilssbls material
svailable on thew. At present this bulky material totals kb
rast and i3 filed in 7 cabinets seperate from the major file

24 gt rel 2N

The index to the files is on 3 x 5 esrds of L solers. 4 color
represents s:sebjeet or refersuce in a covert or overt file. The
wording on the cards varies depending on the file it refers o.
Thess gards do inelude references 1o files outside the h major
W;t (1.8., files in R & A Section, 5“&1&1 nasearch Stall,
the Mrectorts Office, eto.)

Tt is estimated there are 1,250,000 index cards on file., Uffics
of Security Directive 59-2, 12 Harch 1959 gives a detailed,

of ficlel desoviption of the policy snd procedurss including sone
tent and format for Indsx cards. Lxcerpis ars attached (TAB X).

The index cards are not retired. A purge of duplicates and
retyping of all the eards is underway. Atbtached is an saslysis
of the sise of the index file and & reference rate during &
trief spot check in Peb. 1961. {TaB 1)
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HLIOR GHOUPE OF SRD FILES

) ve Sine Percent
ile June - 54 Aprdl - 61 Inerense
Paeudo Heme {Covert) Files
et 5600t 2B89%
el border, premunbersd folders, &5 2,608 26

Jrvanged by Toldar musber. Comtolns
all materlal concerning covert sude
Ject's elesrance request, investigs-
tions, snd final action plus other
W‘&y material on sublect. Fron
»1 to shout m,m’ tmm of
mwhers ave umoed,) .

rue Neme (Overt) Piles 1,584 2,86¢ 81

Ko border, premusbered folders.
Arvanged by folder mader. Cone-
taine all mterial on overt sublect
conceraing clearsnce, investizs-
tiong, finel action plus other
sosourity saterisl., From #1 to
shout 192,000, (Lerge Dlocks of
mwibars are unused ss vet,)

Mecalisneons Flles

Over B0 groups of filss contaiming 3 1,205 26,
various types of seterial. Orowp '

range fros 1 folder o several mwdred

and are from 1 inch 4o over TOO feet

in size. The groups hawe Deen oreated

=t the request of many different indi-

vidualas, some dutsids Becurlty Hecords

Hvislon., 4 detelled breskdown of

those groups ave pert of g separete

meo

rtine,
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SRD MIBCELLAREOUS SECURITY FIiEs

Tle
Size Created
Tile Newe Ft. In. For Remerka
1. HS-2000-4 230 EAB Papers on groups or individusls.
Ending letter indlicates file
location amd conbent.
2. AL-D000 88«6 PED Alien groups Or persons,
#1~17,000 nuserical.
3. FRO000 140 SR8 Organization or peonle
#1+12,000 except for other groups
of muwbers listed.
b, HS-2001.00 18-0 Bap One subjset per folfler. Buffix
sdded to each 2001 mmber.
. HSLH000-00 12«0 EAB Individusls only., Buffix
added to esch kOO0 oamber.
O MO=U00100 196 FAR
Te MBH000.00 Gl} EAB
9. ¥8-5000 Groups L BAB
10, #10ko0 - 8RS A1) f1les permantrtly chorped
out 4 |s=ms. 25X1
11, @1 26wk EAB Oroup files for FAB - 1,000 folders.
12, GF-2 Dwh EAR Clandestine Repordas ~ Contacts
i3, GF-3 Dufi SRD Comnon Hame
h., b 1.2 R&s 01d ¥B-2049 by 25X1
15. (w5 08 PRD Group Bames and Catagories
16, GFeO Y 5] Index Cards on people with 25 or
nore
7. o7 4eb 7D 28%1
19, GF-9 €=0 PSD | | 25X1

2G. GFsApPproved For Release 2085/11/21 : CIARPP70-002143000889130044x% . (2 folders).



1.

2.

Tt P

-

37.

Approved For Release 20051:;]»“"]/21 : ‘éIA-RDP70-0021 1R000800120044-1

GF»-11 Bl
{2»&"12 9»1
GPw-i3 Oel
GPw1k i}
S -000 Gul
CE=000 330
AR Gl
Hane Theek N5
¥BI 3l
#ise {Yellow Tad) b6
50 Indis 1.0
BL Fubures Gl

Hritish Tialson Oul
Ped. Works Asency 0wl
Investigative Inciderts O«1

Affilintes 10
Clippings File a1
CIA Publicity O
FBIB Oml
Xe? Pile 1
00 D=1
Buman BEvenlhs 1)

PED

AAS

PED

L]

L2

——

.

-

G8A Char Foroe - Digest Piles.

Allen Affulrs (2 folderz) {ses
- sxm)

U.B. Hewval Paollities (3 folders)
(gone - charged to | |
Foreign Visitors

Contract persomnel.

Letters recelved by PSD filed
chrondlogieaily. Todividuesl
orank lottars,

In¥Mvidunls on vhom an outaide
Agerey Feoe Check was completed.

Alphebetical by individual nsme,
014 Mliee on hand,

Pecple of possidle futwre irtorest.
deted 1949 {9 folders)

dated 1947 (1 folder)

dated 1947 (1 folder)
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43. Chronoc Piles 03 PaD 3 folders of eorvespondence.
M, = '
«s E — 4] Contact Fersomel, Startsad
‘ neperataly vt now mart of 00,
5. 00
T260 PED Comtract Persomnel. FE and
aeR I combined,
. vateh IList Da1 oAD Persons to Wateh - 43335 ;5)“

venently cherped out to

1y Boxan, charts. afa / T N o~
% 0 MIT 7
s s Ce 4 ) IO Non o Floe
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Zelerences 4o Fecowrds

-

Sy
s

June
By

July {532 cards)

i
Gt

Bov

Cu. P, {ttnteu
Retired Expectoed) 1960
11 {€0)
{32)
8 (k)
K
g (25)
33 (68)
59 {90)
39 (40)
2 {11}
e LE5))
239 438

22 (33}
iz 23
271 krr

h

-3

3@

o & B & B o

&

.

E‘jw&n tad o

oo

23 |
iy
1%

111 |

ga‘.‘!‘\ g

12k |

s)
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- ¥

i 2. F{!activ& 13 APRIL 1959, information to be mdexcd wiil be phemd on -
A 3_15" ‘bardba k,carﬁu. W

a8 & Primr) Index Ca‘rdu{fwmerly Subject
i ia d to imiex any name or data other than the =
_wnjwt of thmuc:urity file wﬂl- ¢ called a %cmdary Trndex Cayd {(formerly
Reference or Asterisk index card). In order fo dist{ngulsh a primary index
vard {rom a secondary index card and alsc to d s .nguish whether information
. nas been indexed tc an overt or covert sccu-ity file, & color svatem of index
cards will be used as follcsw:, »

_‘&.. Primtry Lndax Cardm

(1) Blua - to index the subject of any overt
security file.

(2) White - to index the subject uf any covert
security file.

b Secondary Indax Carde-

(1} Balmon - any indexirg to an overt security
file or record o*ter *bin the pubrect of a file.

(2} Yellow « any mmdexing ‘o a ~overt e urity file
or record other tharn the 8. % 20t 0f a {.le

© 3. There are three uUlustrations se® forth “eiow which indicate
" “’“h&ﬂ‘sglﬂﬂ of Primary and Secondary Index Curds

oo Blustravion "AY « Primary !ndex Ca~d

Wy e s - e o 35 s A A e ot conim i o hlrn

ey

St DOE, John Joseph 2345
Porn il Apr 1923

. Brosklyn, N. Y.
Add 1408 Parkview R
Phila., Pa.

Frapi Unily, of Penn,

 ersisnsn i s o e s L JBIIE A G e fnltrurh v é

' Approved For Release 2005711721 CIA®RDP70-00211R0008001 20844-1
SEos i

A-nw..uu_;‘




‘ } rW’ it
EJL.nw 4 nlm E’ (
FK Approved For Release 2005/11/21 : C|A-RDP70-0_02‘J| 1R000800120044-1

IMlustration "B - Sscondary index Card
SMITH, Willlam M. *23456
Atforney

Smith & Jones
172 W. Elm St.
Kansas City, Mo.

*DOE, John J.
FBI rpt did 4 Sept 1957, p 3

Member, Institute of Pacific Relations, 1946

“’"’ - pcnrias - A WA M e e —
Hluetration "C'" - Secondary Index Card

P — - —— 7
SMITH & JONES, Attorneyvs . %123456

272 W, Elm §t.
Karsas Clty, Mo.

: *!}OE, John J.
TBI rpt dtd 4 Sept 1957, o 3

-mmmm "B" is an cumpln nt a ‘ua 1
; ‘_{1234!563 on . John J. DOE coméned ;nl} :

on "GN il &n engaplo afx sv ry :
.mﬂeﬁtu ﬁmt the Law Firm af SMITH & JONES 1 "o aho induud i

(!m AN DQE, Iﬂunraiam -1 n.%d "C" WQuld be preplred an, ulmm

SECRET
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Csrde uf Jonn J. DOE were the subject of un overt security file and on yellow
. ards if he were the subject of a covert security file.

7 1t is extremely important that an index card contain as rauch
‘dentifying or distinguishing information as practicable. Such infor mation
vod anclude, if availabie, full name, hirts da*a, address, employment as
veil an sex, color, etc., when these would be helpful for identification
SUTPONES ., Any{xih‘?f}should be listed on the card immediately below the
exed name atd & separate card should be prepared for each aka.- Particu-
.+ sttention should also be paid to accuracy in spelling. When tdentifying
davy in not available, no extra etfort should be made to obtain such data but
o aireration should be piven to the vaive of indexing 2 name without any
pntifying data.  Inoaddition tocentriiing data described above, a Lrief
‘wn.riptive phrase may e plared or a secodary index card, wien appropri-
e Tor instance, lilustrazion "B irdicates that Williar M. SMITH was &
©ermber of the Institute uf Paaific Kelationw :n 1946. Other examples of
dewssriptive data might be the following "Friend of Alger H:ias'', "CP Nomina-
ay Petition Sigrer'', or "Dismiased {rom Commerce Department - Marals'.
.y information will then he sivluded on tr e search sheet denoting the ra-
suits of the indices searct and it tan be used Ly requestors for identification
o1 elimination purposes if they so desire.

8. In order that index cards may be u;xched. more readily and may
be uniform in appearance, it is requested that information on the cards be
iocated snd:#psced according to the fllustrations v A he & ubject's name should
appear approximately one-quarter inch from tha top of the card and one-
quarter jnch in from the }_fg;mq “side. His last.name, which should be in
solid caps, should be listedfirst thep his {irst nazns, ‘the middle name or
initial. %{-‘ha first and middle names should be typed in initial caps. The file _
rumber should appear in the right-hand corner opposite the subject's name. o
tdentifying information should appear on the 16p half of the index card. The
placiiig 6T'&n asterisk in {ront of the {ile number on a secondary index card
S igdﬁ_ld@tﬁ:::,.inflllm?ﬁinnl B and "C" that John J, DOE is the subject of that
' file number,: - | L | o

9.;"'11 an individual other than the reviewar of the docum«exit is going

the index card, the reviewer should use the following procedure
§'the dogyment for indexing: The name of{ indidddyal,) company,
wtion or other data to be indexed should e gircled. The use of ink
ed pencil {or the circling of a name is optional; In the lower right-

hasd co of the-{irst page of the document, the: ya {ewer should place an
B 4 r’ ‘i".’&u:eri‘:ﬁ’%]uwmp.' He -hould also i y ¥ the lower right-

band cornay of each page of the doptment which contains name# to be index 4

In the'e vént that the dociugnent (s already file e reviewer should attacha

‘buck sHip to the top of the file indic.ting that thete is indexing to be done in

*

.
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Luertain information should be indexsd rests largely in the discretion of the ’
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the flle. He wnou g tne stk oa AU x AU $ip ¢f voper 10 the right side of
ire first page of the docuiment which has beer marxed fo- indexing and he
sinuld place an "X’ or 41 asterisk on the slip of paper. This slip of
»af.er should protrude about 2" from the side of *i e file in order that it
#i.. #erve as 4 flag for the location of the namesn to be indexed. The indi-
viiusl wheo prepares the index cards will then remmove the 8lip of paper and
wiil cross through the circled names ws the index cards are prepared. He
will also initial the "X" or "Asterisk" stamnp at the bottom of the page to
indicate that index cards have been prepared on names listed for indexing
o that page. In the event that an individual's name appears several times
3 docurnent, it will only be necessary to circle his name the first time
' Arpesrs. A notation shouid be made on that page, however, that the
cdividual's name also appears on ot.her'pngea ilisting paye numbers) in
“ee document. The index tard w.ll ther indicate all of the pagen on which
PAGrMALion appears concerting that 1ndividual, f the reewer of the
weurmnent i going to prepare his own index cards. it w.i; unly be necessary
for kim to circle and cross through the indexed wames and to initial the
uottom of the page signifyirg that he has prepared the cards.,

10. The question often arises as to whether a certain name or itern
u{ information should be indexed. Basically, the determination as to whether
professional Indiv mfﬂﬂ;;:ﬂwing the material, however, certain guide lines
are set forth in assisting the individual in making his determination: T

a. Security Records Division automatically pre ares all
“primayy Index cards since all files are esta lished 8"
tﬁ‘:Securhy Records Division. When a document is ,
sent to the Security Records Division with a reque st
‘that a file be established and the subject of the document

in not clearly evident, the requestor should advise SRD
the name of the subject under which the file is to be set
/¥p. Since the great majority of our files are established | .
2 TR ighumce SR ( ‘

tinder the proper name of an individ yre
hould be followed wherever possible, ;-

In E’dnlidaring the preparation of aecénfdary iiidcx !
-cards, the determination should be made 28 to

AN

nformatmr is or might be of current Qz;'_‘,fr,u; LT

gence, investigative or secy
8 18 5t of sufficient importdn
rotrieval? '

¥ "&feﬁh{ﬁi&t prior iufornu an alr 7 gxisty

4 been indexed in our f les; the det, tation s

riade a8 to whether the current iiformatidn add
ST P HER. Aot : RSP . L

. ( ;’” R . ,';jy."“ w ,i' 2’; . %v, ‘. 9

v 4
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something new and different to that which is already
indexed.

d. Under the new uniform system for the operation of
the indices, copiles of index cards will not be digsemi-
‘nated., An irdex card becomes a permanent integral
part of the master indices to be used only to locate
information contained in some security file or record.

Therefore, no idormti%n other than identifying informa -
tion described above sho included on an index card.
11. ltaL‘ht be bengficial at this time also to draw a distinction

‘ctweenfs’;;;\hing and {nd::‘ib A ssarch of the indices is generally
e +formed to asce rtainm‘;btain information with regard to a particular-
came, or situation of current interest. If ""on the head' search for subject
‘iies only is all that is desired, the search request form should so indicate.
f, on the other hand, all available information is desired, a complete ssarch of
both primary and secondary index cards will be conducted. When information
exists which is not only pertinent to the instant case but which also has an
actual or potential future intelligence or investigative value, that information
should be indexed. Selective indexing of information, as opposed to indis-
criminate indexing of all information, will increase the potential of the

indices to direct us to pertinent information rapidly and efficiently, thorllhy
enabling us to abuin mnimtnn uu uul bon-ﬂt frmn rm resources of y

name or othqr d;tl which is marked for indexing.
consolidating and unifying the indices in the Eacuruy
placed a tremendous workload on that Division. It is sugge . thersfare
that wherever possible index cards be prepared in tho c\tfi« of M imﬂ i

who raviwmd the document using ths uniform system u et forlh ‘above

q: ¥. 5
with the gurrent workload since the complctn consolidation af the indices vm »~
xtend over a period of several months. Any particular problems encountered f
#ith relpect to indnxlng rnaterial should be referred to the Seaurity Records
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THIEY CARD PIIE SIVE AND ACTIVITY

One Hoek's sotivity by

S Searchers , _ Totel Size of Index
5ot oot

339 8.2 BT 1,025 855" 88 B

90 7.0 (5] 91 TR'3” 83 i
i) 179 4.3 5.3 507  ha'3® 51 D
&8 1.6 2.0 223 1B 20 B
- 18y k.5 o 4 W3 361" W2 F
a2 3.8 5.0 597  Agrg” 53 +}
i 357 8.7 5.9 OO0 50" 8
; 32 743 LG 15 9 11 T
o 2.4 1.9 226 18007 0 J
176 b3 5.5 649 She3” 57 K
193 k.7 540 538 Lot 51 I
30 8.4 2.6 1,012 8w 82 o
i 111 2.7 2.3 267 223 21 .
3] T4 1.k 1.k 163 13'7T" 17 s
> 200 5.1 4,7 581 ksYy” 43 P
12 5.3 01 5 16" 2 £

2 Gef BN 4 557 k&5 50 #
W 0,2 10.0 1,179 963" 103 s
153 3.6 3.8 5% 37N10° 38 T
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JERVICES OF THE INPOBMATION AYSTEM.™

WHOM DOBS IT SERVE?™

+

-

Sy
g
*

E‘a#antialiy SAD serves various offices ia the Office of Security.

Hegquests for a Security approval or disapproval originate anywhere
in the Agency or govermment. Other Divisions in the Offfce of
%ecurity sre responsible for the investigation and reply on
alasrance reguests, bowever, the SED flles are the starting point.

WHAT TYPES OF QUESTIONS ARE ABKEDT™

iX.

soat ol the Questions to SRD conceran vhether or act & file exiasts,
whether the ind{vidual has a clearance, or vhat degree or type
clearance it is. Other guestions eak if there is derogetory
information (DL) related to an individual and hov had or what
xind &% 1%,

Enormous smounts of tiwe are used gsarching for cases ia process
wvl answering questions as to the progress ar details of the
reguest and the file,

WEAT I8 THE AVERAGE NUMBER OF REQUESTS FOR A GIVEN PENIOD:"

I.

Tae foregoing attechments refliect the 30,000 cases, and 150,000
name checks, whieh are the official workioed, including replies
to inguiries. However, the IM card index of overt ceses maia-
taiasd in the Processing Section duplicate the master index and
has developsd & sabatantial clientele whieh calls more than 0
Ltimes each day. £ duplicate I card iz also maintained $in the
Files Sectiosn and here too the SRD procedures have grown to depend
upon 1t to an unimoun degree. Several isdividuals ix and cut of
FRD alao search the index and pullfiles as an wnofficial servies,

ALl thess sarvicesa contribute to the offieial nmission of the
Uffice of Security. Howvever, these unofficial services resmaln
untabuleted and consume much production time,

HOM URGERT ARE THE REQUESTST™

1.

Well over 85% of the cases are labeled "urgent" and “expedite,”
aesning an avarsge of adhout 3 days. Many take aboul two vesks
athers must be completed within hours.
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it

®. HOW TIMELY ARE THE SERVICEu?"

i« The service on Provisional Overational Requests are very urgsnt
and the yuestion of time sariously influences DDP operations.
211 PDP reguests have amore timely consideration that must be
xet than do the overt requests. DDP requests make up thres-
fourths of those received.

II. bBeyond » doubt, the SRD provides many services not related to
seeping of the Official Becurity Records. 1t is recognized
that these several services consume production time. Efforts
are undervay to change existing procedures snd reguirtaents,

"F. WHAT TYPES OF RESPORSES ARE GIVEN (PORM AND CONTERT)? ¥

Band

- ‘The response to the clearance réguests is & fors letter Prépared
by BR2, PSD, or 5SD. In 3D there is 20 reply on Information
inquiries, only the ssaembly of the material and 1ts forwarding.
In Research and Analysis Section of SRD a summary of the files is
prepared to sssist SRS, PSD, and 98D analysts and to preclude the
need to farward the files. Smeples of some form letter replies
sre attached. (AR 7))

‘g. EOW IS RESEARCH AND ANALYSIS CARRIFD OUFf-.~WHAT FILES ARE UMSED ARD Hows

1. The term research and analysis refers to two activities carried
out in the B&A 3ection of aADh.

II. The term "research” refers tc the study of BEVapaApers, congres-
sional hearings, sgeacy reports, and all types of publications
%0 locate any information on communist and other subversive
activities. Individuals and srganizations noted arse the ingcluded
in the indey and a flle started or added to.

ITI. SBeveral offices throughout the Office of Jecurity submit materin}
for indexing and filing as the size and variety of the Mscellane-
wus Files clearly sttest.

i¥. The term "analysis® refars to the R&A Section's Primary metivity.
e reviev of a clearance request and of all the files the Indices’
searcher has listed on the form 745 or the 1734 and 1735. The
‘nalyet aiso revievs the files pailed by the Piles Clerks. The
unrelated files sre returned, ™he non-derogatory files are so
indicated on the seareb form and the analyst wirites a briasr S
vary of his findings relstive to the request. A copy of the sum.
ATy Ls PRt into the subject's file and the rest sent to 3R2, PaD,
or 3B for recommendation of apnroval or disspproval of the
reguest,
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id
A¥ALYSIS AND REPLY 10 REQUESTS

FOIRY WD, DATED TLRLE

{none ) {none} Case Analysis

1373 Has 57 Security Approval

1337 1-58 Hotification of Recurity Action

1073 T-E0 25X1

121 e CIA Name Check

L2350 358 Tragpsmitial of Investigstive
Negorte

1fa2 3-60 Rational Agency Checks

ke 58 Name Check Report .

H5h 13«59 Investigative Transmitisl Sheet

{none) {aone) Report of Investigstion

536 HMay 5% Report of Investigation

1095 Jet 56 Interview Report

iteh How 56 #eport to Coutacts/00
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